
eMail 

We will discuss these  

client applications: 

 

• Google Gmail 

• MS Office Outlook 
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Some popular email 
service providers … 
•  comcast.net 
•  att.net 
•  aol.com 
• yahoo.com 
• gmail.com 
• redshift.com 
• sbcglobal.com 
• hotmail.com 



eMail Clients 

We’ll walk through some features together – using Google’s email 
App -- that are common to most email client programs.  Then 
you can jump into some hands-on projects: 

– Text vs HTML message format 

– Attachments 

– Account setup 

– Personal Folders 

– Drafts, Deleted Items, Sent Items, Junk E-mail 

– To:, Cc:, Bcc: 

– Reply vs Reply to All 

– Delete vs Shift-Delete 

– Checking for “who really sent this” 
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eMail with Gmail by Google  
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Gmail is (currently) the most popular (and free) web-based apps as 
well as email service provider.  It is one of many providers 
available;  we look at it here just as an example (ie. Sadly, I get 
no kickback from Google).   

You DO have to register a Google ID,  which also works for the 
many other free services from Google, in order get a Gmail 
account. 

Gmail accounts can be accessed through your desktop email client 
application , such as MS Office Outlook, along with accounts 
from MPC and other providers. 



eMail with Gmail by Google (google home) 
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eMail with Gmail by Google (google signin) 
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eMail with Gmail by Google (gmail inbox) 

6 
PG Adult School -- PC 1 & 2 -- eMail with 

GMail & Outlook 



eMail with Gmail by Google (gmail message) 
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eMail with MS Office Outlook 

Outlook is the eMail/Contacts/Calendar desktop client application that comes with 
the various versions of the MS Office Suites.  It can handle multiple email accounts 
(mine handles over a dozen), all within the same application – ex: 
user@gmail.com, user@mpc.edu, user@gentrain.org. 

 

There are many other desktop client applications,  the best/most popular may be 
Thunderbird by Mozilla – the source also of the Firefox browser.   You can 
download a free installation for your Windows PC, and also for your Mac and 
Linux. 

 

We’ll stick with MS Office Outlook here because it is already installed on our lab PCs.  
But I encourage you, for a variety of reasons, to look at alternatives if you use a 
desktop email client application. 
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mailto:user@gmail.com
mailto:user@mpc.edu
mailto:user@gentrain.org
https://www.mozilla.org/en-US/thunderbird/


Parts of an Outlook Window 

Menu Bar 

Close 

Maximize 

Minimize 

Title Bar 

Toolbar(s) Status Bar Border 
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MS Office Outlook – New eMail Account 

Here’s how to begin creating a New eMail Account in Outlook: 
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. 
 

In Outlook Top Menu Tools 
select Account Settings.  In 
the Account Settings dialog 
that appears, click the New 
button. 
 
From this point, your actions 
depend on the email hosting 
service – perhaps mpc.edu, 
or gmail.com.  So we aren’t 
able to show all the steps in 
these slides … 



MS Office Outlook –New  eMail Account (continued) 

Here’s how to make incoming emails for different Accounts land in separate 
Inbox folders: 
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First:  In the Outlook left Navigation Pane, 
select the Inbox, Right Click and select New 
Folder in the context menu, Name: the new 
folder,  select Inbox from the folder list, and 
Click Ok. 
 



MS Office Outlook –New eMailAccount (continued) 

Here’s how to make incoming emails for different Accounts land in separate 
Inbox folders: 
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Next:  In the Outlook top menu 
Tools, click Account Settings.  
Highlight an account, then click 
the Change Folder button. 
 
From now on,  any incoming 
email addressed to that 
account email address will 
show up in the new folder. 
 
 



MS Office Outlook – eMail Security 

Email is the most common doorway into your PC for bad actors.  Here are a 
few habits to develop for your own security and privacy: 
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1.  Don’t open suspicious messages.  Even if 
you have good anti-malware installed, stuff 
gets through.  Make a habit of leaving the 
Inbox reading pane OFF until you recognize 
the sender.  Why? … 

• If a message contains malicious script, 
it won’t run until opened.  
•  Junk mailers value addresses that 
they KNOW are valid;  opening their 
message is as good as saying “yes, I’m 
here”.  Without feedback, eventually 
they will drop your address. 
•  “Un-subscribing” is the same as 
replying;  it makes your address worth 
selling to other bad actors. 

ON 

OFF 



MS Office Outlook – eMail (Security continued) 

Email is the most common doorway into your PC for bad actors.  Here are a 
few habits to develop for your own security and privacy: 
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2. When composing sensitive messages, to avoid embarrassment or worse, write – 
and proofread -- the message BEFORE filling the To:, Cc:, or Bcc: fields. I’ve heard 
way too many stories of accidental sending to the wrong person.  There IS an option 
to “un-send” a message (Open an eMail:  Message > Actions > Other Actions > 
Recall This Message),  but it is only effective before your email host server sends 
your email.  Gone means gone. 
 
And keep in mind that while YOUR PC may be secure,  those you correspond with 
may not be.   Never put “for your eyes only” content in regular email.  Listen to your 
mother! 



MS Office Outlook – eMail (Security continued) 

Email is the most common doorway into your PC for bad actors.  Here are a 
few habits to develop for your own security and privacy: 
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3. Know who you are connecting to.  
Here’s a “techie” way to find out … 

•  Right-Click on a message in the 
Inbox that you suspect. 
•  Click Message Options in the 
context menu that appears. 
•  Look at the Internet headers 
section in the dialog that appears.  
In the example at left, the 
Received: from … entry includes 
mention of secureserver.net  and 
mailer.netflix.com.   While I’m 
never 100% sure,  those look like 
parties I know and trust.   Not so if 
instead it were something from a 
Russia (.ru) or China (.cn) domain.  

 

Trust your suspicions.  If it feels wrong, 
it’s wrong.  Listen to your mother. 



MS Office Outlook – Calendar 

Outlook is also a calendar application for recording single or recurring events -
- appointments, classes, meetings, etc. It can be used by one person with 
all data stored on the PC, or in a shared arrangement.  Sharing can be over 
email, on MS Office Online, or in iCloud.  This course will only look at 
simple off-line usage by one-person. 

– Day/Week/Month views 

– New Event/Appointment 

• Subject/Location 

• Start/End  Date-Time 

• Reminders 

• Recurrence 

• Categorize 
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MS Office Outlook – Add Contact 
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1.  Click to highlight 
an Address field,  
then Right-Click for 
context  menu. 

2.  Select Add to 
Outlook Contacts.  

3.  Add more info, or 
just Save & Close.  



eMail Print with GMail 
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1.  Open a message 

2.  Select Print 



eMail Print with Outlook 
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1.  Open a message 

2.  Click for menu 

3.  Select Print 


